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About This Procedure

This Remote Terminal Usage procedure provides gen-
eral instructions for accessing applications developed
and/or maintained at the National Finance Center
(NFC).  The following information will help you to use
the procedure more effectively and to locate further
assistance if needed.

How The Procedure Is Organized

Primary sections, page numbering, and the amendment
process are described below:

Overview and System Access  and describes what the
system is used for and provides related background
information. Also provides access security information
and instructions for accessing each system.

Operating Features describes the system’s design and
how to use its operating features.

Pages are numbered consecutively at the bottom of each
page. If the procedure is amended, point pages (e.g., 3.1,
3.2, etc.) are used as needed to accommodate additional
pages. All amended pages are marked at the bottom with
the amendment number and date.

If you begin receiving this procedure after it has been
amended, you will receive the publication with all
amendments and bulletins. Remove and insert amended
pages according to the accompanying page control chart
so that your procedure is current.

All bulletins issued for this procedure after January 1,
1998, will be available on the Internet at the NFC home
page (www.nfc.usda.gov).

What Conventions Are Used

This procedure uses the following visual aids:

Messages displayed by the system are printed in ital-
ics. Example: The message Delete Successful is dis-
played.

Field specifications are also printed in italics. Exam-
ple: DCN (required, numeric field; 4 positions). Key in
the document control number.

For date fields, “(mmddyy)” means that you should
key in the date in month/day/year order, using leading
zeros for single-digit months and days. Example: Key in
January 10, 1998, as 011098.

Data that is system generated or that you must
key in exactly as shown is printed in bold italics.
Example: Key in 32.

Emphasized text within a paragraph is printed in
bold. Example: A subtotal of each column and a grand
total are calculated.

Figure, exhibit, and appendix references link
figures, exhibits and appendixes with the text. These
references are printed in a bold font as shown here.
Example: The Reports menu (Figure 15 ) is displayed.

References to sections within the procedure are
printed in bold as shown here. Example: See Adding A
Record  under Purchase Orders .

Keyboard references are printed in brackets. Exam-
ple: Press [Enter].  Press [PF6].

Optional actions at the end of a processing function
are preceded by square bullets. Example:

• To exit the system, press [Clear].

Important extra information is identified as a note.
Example: Note: Enter only one code.

Who To Contact For Help

For questions about the system (including help
with unusual conditions or obtaining access authority),
contact Information Center personnel at
504–255–5230.

For questions about requesting a TCP/IP printer ID, con-
tact the Telecommunications Branch at 504–255–5670.

For questions about this procedure, contact the Direc-
tives and Analysis Branch at 504–255–5322.
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Overview And System Access

This Remote Terminal Usage procedure provides gen-
eral instructions for electronically accessing mainframe
applications developed and/or maintained at the
National Finance Center (NFC). This electronic access
to the systems facilitates NFC client agencies in the
management and processing of their data. This proce-
dure does not include information on other NFC prod-
ucts such as PC applications, including DOS and Win-
dows-based; graphical user interface (GUI) systems;
and client server applications.

This procedure further describes (1) sign-on and sign-
off instructions, (2) how to log-on to a specified autho-
rized system application, and (3) how to change to
another authorized system application without having
to sign-off and sign-on again. Additionally, the Remote
Terminal Usage procedure includes menu application
screens to assist users in identifying the available sys-
tems and information and screens on the Directives Bul-
letin Board.

Security And Remote Terminal Usage

Access security is designed to prevent unauthorized use
of systems and databases.  Information about access se-
curity, including user identification numbers (user
ID’s), passwords, and obtaining access to a specific sys-
tem, is provided in this procedure,

To access a system application  you must (1) have autho-
rized security clearance and (2) use a terminal
 or personal computer that is connected through your
telecommunications  network to the mainframe comput-
er located at NFC. For information about
connecting and disconnecting from your telecommuni-
cations network, see the instructions that are provided
with your specific network.

Security Officers’ Requests For TCP/IP Printer
ID’s
To ensure the integrity and accuracy of NFC-issued
Transmission Control Protocol/Internet Protocol (TCP/
IP) printer ID’s, agency requests must conform to cer-
tain guidelines. TCP/IP is the protocol that provides
connection-oriented  data transmission between
applications.  TCP specifies the rules for in-sequence
delivery of data, and IP specifies the rules for routing of
the data.

Only agency security officers are authorized to
request TCP/IP printer ID’s.   The request must be sub-
mitted in writing and contain all of the required informa-
tion identified below:

Required Information Example

Security Officer’s Name John Smith

Agency Name Agency XYZ

Assignee Data:
Name Jane Doe
City and State New City, AS
Telephone Number 504–555–1111

Printer Data:
IP Address 199.132.158.6
Queue Name Lexmark
Current ID to be U521
converted (if any)

Note: For NFC to process a request in a timely manner,
the required information must be received no later than
noon on Wednesday of the second week of a pay
period. The request should be sent using one of these
methods--(fax: 504–255–5293 or E-mail:  nfc.tele-
com@usda.gov).

Due to the limited number of TCP/IP printer ID’s, these
ID’s must be confined to community printers or printers
designated for special printing needs (e.g., classified
documents). Users currently printing through the
National Information Technology Center should con-
tinue to use that facility and should place N2. in front of
their existing TCP/IP printer number (e.g., N2.UXXX)
to retrieve NFC reports.

Printing Output
It is important that remote terminal users retrieve their
output from the print queue on a timely basis. When
users do not conform to this timely intervention, this can
result in increased storage requirements at NFC and also
cause delays to other users in the printing of their output.

Remote terminal users who produce reports for printing
at their remote stations should either print the output
promptly or delete the output from the print queue. As a
precautionary measure, users should check the print
queue at the end of each session to ensure that no
unprinted output remains in the print queue. Therefore,
remote terminal users are requested to print their outputs
as soon as possible after execution of the job(s).

As a means to ensuring available print queue space and
to prevent processing delays, NFC will automatically
delete any output which remains in the “Browse” mode
over 3 days. Outputs “Released” for print, but not yet
printed, will be deleted after 30 days.

Sign-On
To sign on, connect to your telecommunications net-
work to display the NFC banner screen (Figure 1 ) on
your terminal. Respond to the prompts as follows:

 1 Enter User ID (required, alphanumeric field;
max. of 8 positions). Key in your assigned user ID (e.g.,
NF999). Press [Tab].
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 2 Password (required, alphanumeric field; 6 to 8
positions). Key in your password. Your password is not
displayed on the screen. Press [Tab].

 3 New Password (alphanumeric field; 6 to 8 posi-
tions). If your current password expires, key in a new
password. Press [Tab]. You may change your password
any time but not more than once a day.

 4 Enter Application Name (required, alphanu-
meric field; max. of 9 positions). Key in the system acro-
nym (e.g., CADI) and press [Enter]. The system
application’s main menu screen is displayed, except
when NFC needs to communicate special system func-
tion messages.

In this case, the Electronic Access Bulletin Board is dis-
played. Read the message(s) shown and press [Enter].
The NFC Menu (Figure 2 ) is displayed. Press [Enter]
again to display the main menu.

Note:  When signing on, before you display the system’s
main menu, you may select Option 8,
Directives Bulletin Board, on the NFC Menu to view
additional messages related to the various systems. (See
access instructions under Directives Bulletin Board of
the procedure.

Instructions for accessing the various system applica-
tions begin on page 9.

Figure 1. NFC Banner Screen

================================================================================
==  03/24/95          SNAMOD2              T3138E0D               PF1=HELP    ==
================================================================================
==                    NN    NN         FFFFFFFF        CCCCCCCC               ==
==                   NNN   NN         FFFFFFFF        CCCCCCCC                ==
==                  NNNN  NN         FF              CC                       ==
==                 NN NN NN         FFFFFFFF        CC                        ==
==                NN  NNNN         FFFFFFFF        CC                         ==
==               NN   NNN         FF              CCCCCCCC                    ==
==              NN    NN         FF              CCCCCCCC                     ==
==  ========================================================================  ==
==   ==========              National Finance Center             ==========   ==
==    ==========      Office of the Chief Financial Officer     ==========    ==
==     ==========    United States Department of Agriculture   ==========     ==
==      ================================================================      ==
==                          For Authorized Use Only                           ==
==                                                                            ==
==  ENTER USER ID =           PASSWORD =           NEW PASSWORD =             ==
==                                                                            ==
==       ENTER APPLICATION NAME =           OR PRESS ENTER FOR NFC MENU       ==
================================================================================
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Figure 2. NFC Menu Screen

================================================================================
==  03/24/95      SNAMOD2       NFC MENU        T3138E0D      10:49:06  CT    ==
================================================================================
==                                                                            ==
==  SELECT ONE:                                                               ==
==                                                                            ==
==     1. PAYROLL/PERSONNEL SYSTEMS                                           ==
==     2. FINANCIAL INFORMATION SYSTEMS                                       ==
==     3. PROPERTY MANAGEMENT INFORMATION SYSTEMS                             ==
==     4. ADMINISTRATIVE INFORMATION SYSTEMS                                  ==
==     5. DEVELOPMENT SYSTEMS  <NFC ONLY>                                     ==
==     6. DATA BASE TEST SYSTEMS  <NFC ONLY>                                  ==
==     7. MISSION ASSIGNMENT TRACKING SYSTEM  <GAO ONLY>                      ==
==     8. DIRECTIVES BULLETIN BOARD                                           ==
==  ENTER APPLICATION NAME OR SELECTION NUMBER ==>             PF11 = EXIT    ==
================================================================================
==                            MESSAGE BOARD                                   ==
================================================================================
================================================================================
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Sign-Off

To exit most systems, press [Clear] at any screen.  The
Enter Next Task Code prompt is displayed. Key in bye
(see Figure 3 ) and press [Enter].

Note: An exception to the above sign-off instructions
apply to TSO applications such as ISPF, FOCUS,
BATCHFOC, etc. You may exit these systems using one
of two methods: (1) Press [PF3]. After the Ready prompt
is displayed, key in bye and press [Enter]. (2) Key in X at
the Command line and press [Enter]. After the Ready
prompt is displayed, key in bye and press [Enter].

The NFC Menu is displayed. You are now disconnected
from the system. However, you are still connected to the
mainframe and may select another application from the
NFC Menu.

To disconnect from the mainframe, press [PF11] or a
compatible function key. The NFC banner screen is dis-
played. If you do not intentionally disconnect from the
mainframe, you are automatically disconnected after
your terminal is inactive for a short time.

Figure 3. Enter Next Task Code Prompt
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Operating Features

Each system’s design and operating features vary from
system to system. For specific information on the fea-
tures and design of each application, see the specific
procedures manual. For example, the procedures
manual for CADI is issued under Title VI.

System Edits
All entries in each system application are subject to
front-end system edits. If an error occurs or if required
data is omitted, an edit error message is displayed at the
bottom of the screen. All errors must be corrected before
the database is updated. The edits vary from system to
system, and the type of messages displayed depends on
the specific system accessed.

Function Keys
Your keyboard includes :

• Program function keys ([PA], [PF], [F], etc.), used to
execute functions and display specific screens in the
system

• Other function keys ([Enter], [Clear], etc.)

For instructions on your equipment usage for these keys,
see the manufacturer’s operating guide.

The functions of the other “common” keys are inherent
in all applications and are displayed either at the top or
bottom of each screen, depending on the particular sys-
tem accessed. Note: Other program function keys are
available in the various applications and their purposes
will vary, depending on the system accessed. For exam-

ple: In one system [PF1] may be used to return to the
main menu; however, in another system [PF1] may be
used to go to a submenu. The descriptions are of the
other “common” function keys as follows:

Key Functions

Used to exit the system.

Used to enter data into the system after you
have keyed it in at a screen.

Used to move the cursor from field to field.

Used to move the cursor from its current
location to the first character position of the
first entry field.

Used to move the cursor up from line to line.

Used to move the cursor down from line to
line.

Used to move the cursor to the right from
position to position within a field.

Used to move the cursor to the left from posi-
tion to position within a field.

Clear

Enter

Tab

Home
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NFC Menu

The NFC Menu screen (Figure 2 ) is  a categorical list of
options that identifies the types of systems accessible at
NFC.  These options are:

1. Payroll/Personnel Systems. Provides a list of the
available systems relating to payroll/personnel.

2. Financial Information Systems. Provides a list of
the available systems relating to financial management
(e.g., CADI, MASC, DFIS, etc.).

3. Property Management Information Systems.
Provides a list of the available systems relating to prop-
erty and supply inventory management.

4. Administrative Information Systems. Provides a
list of the available systems relating to administrative
payments (e.g., PRCH, TRVL, UTVN, etc.).

5. Development Systems. For NFC personnel use
only.

6. Data Base Test Systems. For NFC personnel use
only.

7. Mission Assignment Tracking System.  For Gov-
ernment Accounting Office (GAO) personnel use only.

8. Directives Bulletin Board. Provides update infor-
mation on recent system changes, enhancements, and
implementations.

Following are system descriptions, screens, and general
access instructions for systems available through the
NFC Menu. Note: The access instructions in this proce-
dure are general in nature and do not provide detailed
information. However, to effectively use any of the sys-
tems, you may need to refer to the specific system proce-
dure as identified in the most current version of the NFC
External Publications Index .
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Payroll/Personnel Systems

Payroll/Personnel Systems is Option 1 on the NFC
Menu (Figure 2 ). The Payroll/Personnel Systems menu
provides a list of the available systems used to perform
data entry, inquiry, and corrections relating to payroll/
personnel activities.

To select this option, key in 1 at the Enter Application
Name Or Selection Number prompt on the menu and
press [Enter]. The Payroll/Personnel Systems menu
(Figure 4 ) is displayed.

PRES

PRES is Option 1 on the Payroll/Personnel Systems
menu (Figure 4 ). PRES, the Payroll/Personnel Remote
Entry System, is used to directly enter all payroll action-
s.

To select this option, key in 1 at the Enter Selection
prompt on the menu, and press [Enter]. The first of four
Payroll/Personnel Remote Entry (PRES) Menus (Fig-
ures 5–8) is displayed. Complete the field as described.

 1 Document Type/Next Page (required, numeric
field; 3 positions). Key in the document type or the page
number to display the appropriate screen. For example,
key in 054 (doc. type number for Lump Sum Leave Pay-
ments) to select this option on the first menu screen (Fig-
ure 5), or to select a specific menu, key in 004 (page
number for the third menu screen (Figure 7 ). Press
[Enter].

The selected data entry screen will be displayed. You
can display an entry screen from any of the menus (Fig-
ures 5–8) or display a specific menu as described above.

• To obtain the next menu, press [Enter].

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 4. Payroll/Personnel Systems Menu
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Figure 5. Payroll/Personnel Remote Entry (PRES) Menu (First Screen)
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Figure 6. Payroll/Personnel Remote Entry (PRES) Menu (Second Screen)
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Figure 7. Payroll/Personnel Remote Entry (PRES) Menu (Third Screen)
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Figure 8. Payroll/Personnel Remote Entry (PRES) Menu (Fourth Screen)
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PACT

PACT is Option 2 on the Payroll/Personnel Systems
menu (Figure 4 ). PACT, the Personnel Action Process-
ing System, is used to directly enter all personnel
actions.

To select this option, key in 2 at the Enter Selection
prompt on the menu, and press [Enter]. The PACT Proc-
essing System screen (Figure 9 ) is displayed. Complete
the fields as described.

 1 SSNO (required, numeric field; 9 positions). Key
in the employee’s social security number.

 2 Dept/Agcy (required, alphanumeric field; 4 posi-
tions). Key in the 2-position department code and the
2-position agency code.

 3 POI (required, numeric field; 4 positions). Key in
the personnel office identifier code.

 4 Eff Pay Period (required, numeric field; 2 posi-
tions). Key in the effective pay period for the personnel
action being processed.

 5 Auth Date (required, numeric field; 6 positions).
Key in the authentication date of the personnel action in
month, day, and year order.

 6 Function (required, alpha field; 1 position). Key
in either A (add), C (change), D (delete), or Q (query)
which indicates the action to be executed.

 7 Oper Initials (required, alpha field; max. of 3
positions). Key in your initials.

 8 Update Action Code (Y Or N) (conditional,
alpha field; 1 position). If the personnel action is unoffi-
cial, (i.e., an update action) key in Y (yes) and press
[Enter]. The screen used to update the action will be dis-
played. Note:  The Nature of Action (NOA) code and
authority codes do not apply to update actions. There-

fore, for update actions leave the NOA Code and Auth
code fields blank., If the personnel action is official,
(i.e., required by OPM) leave this field blank.

 9 Next Document (optional, alphanumeric field; 3
positions). This field is used to access PRES without
having to exit PACT. This field facilitates the entry of
payroll documents that accompany personnel actions.
Key in 001 to display a PRES Menu screen or key in the
document type code (if known). Press [Enter] to key in a
payroll document via PRES. The PRES Menu screen or
the selected document type screen will be displayed.

 10 Ist NOA Code (required, numeric field; 3 posi-
tions). Key in the first nature of action code (NOAC) for
the personnel action being processed.

 11 IA Auth Code (required, numeric field; 3 posi-
tions). Key in the authority code that relates to the first
NOAC being processed.

 12 IB Auth Code (conditional, numeric field; 3 posi-
tions). If the first NOAC being processed has a second
authority, key in the second authority code.

 13 2nd NOA Code (conditional, numeric field; 3
positions). If the personnel action being processed has
another applicable nature of action code, key in the sec-
ond NOAC.

 14 2A Auth Code (conditional, numeric field; 3 posi-
tions). If there is a second NOAC, key in the first author-
ity code.

 15 2B Auth Code (conditional, numeric field; 3 posi-
tions). If the second NOAC has a another authority, key
in the second authority code. Press [Enter].

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 9. PACT Processing System Screen
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PINQ

PINQ is Option 3 on the Payroll/Personnel Systems
menu (Figure 4 ). PINQ, the Payroll/Personnel Inquiry
System, is used to query employee pay and personnel
data.

To select this option, key in 3 at the Enter Selection
prompt on the menu, and press [Enter]. The PQ Menu
screen (Figure 10 ) is displayed. Complete the fields as
described.

 1 000000000 (conditional, numeric field; 9 posi-
tions). Key in the social security number.

 2 00 (conditional, numeric field; 2 positions). Key in
the PINQ screen number. For example, to query data for
a payroll listing, key in 32.

 3 00(conditional, numeric field; 2 positions). Key in
the pay period number to query data for a specific pay
period. Press [Enter].

The selected detail screen will be displayed.

Note: The above data fields may be required entries
depending on the specific screen accessed.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 10. PQ Menu
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FINQ

FINQ is Option 4 on the Payroll/Personnel Systems
menu (Figure 4 ). FINQ, the Future Inquiry System, is
used to query documents that have been entered via
PACT or PRES with future effective dates. The docu-
ments are stored in FINQ until the effective pay period
processing date.

To select this option, key in 4 at the Enter Selection
prompt on the menu, and press [Enter]. The FINQ
Inquiry System screen (Figure 11 ) is displayed. Com-
plete the fields as described.

 1 Task Code (required, numeric field; 1 position).
Key in 1 (document summary), or key in 3 (personnel
action detail). Press [Enter].

 2 SSNO (optional, numeric field; 9 positions). Key
in the social security number to query a specific
employee document.

The selected detail screen will be displayed.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 11. FINQ Inquiry System Screen
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SINQ

SINQ is Option 5 on the Payroll/Personnel Systems
menu (Figure 4 ). SINQ, the Suspense Inquiry and
Correction System, is used to query and correct payroll/
personnel documents that fail certain edits.

To select this option, key in 5 at the Enter Selection
prompt on the menu, and press [Enter]. The first of four
Suspense Inquiry And Correction (SINQ) Menus (Fig-
ures 12–15) is displayed. Complete the fields as
described.

 1 Document Type/Next Page (required, numeric
field; 3 positions). Key in the document type or the page

number to display the appropriate screen. For example,
key in 054 (doc. type number for Lump Sum Leave Pay-
ments) to select this option on the first menu screen (Fig-
ure 12), or to select a specific menu, key in 004 (page
number for the third menu screen (Figure 14 ). Press
[Enter].

The selected suspense screen will be displayed. You can
display a suspense screen from any of the menus (Fig-
ures 12–15) or display a specific menu as described
above.

• To obtain the next menu, press [Enter].

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 12. Suspense Inquiry And Correction (SINQ) Menu (First Screen)
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Figure 13. Suspense Inquiry And Correction (SINQ) Menu (Second Screen)
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Figure 14. Suspense Inquiry And Correction (SINQ) Menu (Third Screen)
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Figure 15. Suspense Inquiry And Correction (SINQ) Menu (Fourth Screen)
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PPTD

PPTD is Option 6 on the Payroll/Personnel Systems
menu (Figure 4 ). PPTD, the Payroll/Personnel Training
Database, provides the available system databases used
for training purposes.

To select this option, key in 6 at the Enter Selection
prompt on the menu, and press [Enter]. The Payroll/Per-
sonnel Training Database screen (Figure 16 ) is dis-
played. Complete the field as described.

 1 Enter Selection 1–20 ==> (required, numeric
field; max. of 2 positions). Key in the number of the
training database to be accessed. Press [Enter]. For
example, key in 7 to access the PEP51 database.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

TINQ

TINQ is Option 7 on the Payroll/Personnel Systems
menu (Figure 4 ). TINQ, the Time Inquiry – Leave
Update System, is used to view and correct employee
leave balances.

To select this option, key in 7 at the Enter Selection
prompt on the menu and press [Enter]. The TINQ Leave
Update screen (Figure 17 ) is displayed. Complete the
field as described.

 1 Please Enter Selection (required, numeric field; 2
positions). Key in the number for the type of query to be
performed. Press [Enter]. For example, key in 07 to
query restored annual leave.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 16. Payroll/Personnel Training Database Screen
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Figure 17. TINQ Leave Update Screen
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PEP51

PEP51 is Option 8 on the Payroll/Personnel Systems
menu (Figure 4 ). PEP51, the Pullers for Payroll/Person-
nel Documents, is used to:

• Delete (rollback) from the Payroll/Personnel data-
base personnel actions that were applied in the cur-
rent processing pay period and place them in SINQ.

• Recycle (retrieve) documents from FINQ to SINQ for
viewing and correction and return them to FINQ.

• Delete documents from FINQ.

• Hold documents currently in SINQ for one pass only
or indefinitely.

To select this option, key in 8 at the Enter Selection
prompt on the menu, and press [Enter]. The PEP51 Pull-
ers screen (Figure 18 ) is displayed. Complete the fields
as described.

 1 Function (required, alpha field; 1 position).

 2 Agency Code (required, alphanumeric field; 2
positions).

 3 POI (required, numeric field; 4 positions). Key in
the personnel office identifier.

 4 SSNO (required, numeric field; 9 positions). Key
in the employee’s social security number.

 5 Action Type (required, numeric field; 1 position).
Key in the action type number 1–7, depending on the
type of processing being performed.  For example, key
in 5 to delete a document from the future file.

Note: Complete the following fields for Action Types 2,
3, 4, and 5 only.

 6 Effective Pay Period (conditional, numeric field;
2 positions). Key in the effective pay period of the docu-
ment.

 7 Document Type (conditional, numeric field; 3
positions). Key in the code for the type of document to
be pulled.  Press [Enter].

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 18. PEP51 Pullers Screen
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PMSO

PMSO is Option 9 on the Payroll/Personnel Systems
menu (Figure 4 ). PMSO, the Position Management Sys-
tem, is used to store all position-related data and allows
users to add, change, inactivate, reactivate, and delete/
restore positions.  It also provides report generation and
online inquiry capabilities.

To select this option, key in 9 at the Enter Selection
prompt on the menu, and press [Enter]. The PMSO

Online screen (Figure 19 ) is displayed. Complete the
field as described.

 1 Select Option (required, alpha field; 2 positions).
Key in the option code as shown on the screen to per-
form a specific function. Press [Enter]. For example,
key in CM to change a master record.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 19. PMSO Online Screen
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LIST

LIST is Option 10 on the Payroll/Personnel Systems
menu (Figure 4 ). LIST, the Locator Information Sys-
tem, is used to provide directory-type information such
as names, telephone numbers, building location, and
other pertinent information on certain employees.

To select this option, key in 10 at the Enter Selection
prompt on the menu, and press [Enter]. The LIST screen
(Figure 20 ) is displayed. To query LIST data, perform
the following functions:

• To display  the Query Group Of Locator Records
screen, press [PF1].

• To display the Query Employee Locator Record
screen, press [PF2].

• To display the Help screen, press [PF5].

• To display the Locator Report Listing screen, press
[PF9].

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 20. LIST Screen
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UCFE

UCFE is Option 11 on the Payroll/Personnel Systems
menu (Figure 4 ). UCFE, the Unemployment Com-
pensation for Federal Employees  System, is used to pro-
vide information on payroll and separation data
required in the completion of state unemployment
forms.

To select this option, key in 11 at the Enter Selection
prompt on the menu, and press [Enter]. The UCFE
Menu (Figure 21 )  is displayed. Complete the fields as
described.

 1 Function (required, alpha field; 2 positions). Key
in function type. For example, key in QU to perform the
query function.

 2 Record Type (conditional, numeric field; 1 posi-
tion). Key in the record type for the Input function only.
For example, key in 1 to input the ES931R record type.

 3 Action (conditional, alpha field; 1 position). Key
in the action code for the Input function only. For exam-
ple, key in A to add a UCFE record. Press [Enter].

The selected screen(s) will be displayed for completion.

Note:  Fields 4 through 8
 

are completed only for
the Reports function. 

 4 Job Character (required, alphanumeric field; 1
position). Key in any letter (A–Z) or number (0–9) to
identify the report.

 5 Remote Site Dest (required, alphanumeric field;
max. of 16 positions). Key in the printer identification
where the report is to be printed.

 6 System Output Class (required, alpha field; 1
position). Key in A to produce a copy at the designated
printer, or key in X to hold the output for viewing at the
terminal.

 7 Delivery Info  (required, alphanumeric field; max.
of 12 positions). Key in the information to identify
where the report is to be delivered (e.g., name, office/
room number, etc.).

 8 Number Of Copies (required, numeric field; max.
of 2 positions). Key in the number of copies of the report
to be printed. Press [Enter].

The report detail screen will be displayed for comple-
tion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 21. UCFE Menu
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TRAI

TRAI is Option 12 on the Payroll/Personnel Systems
menu (Figure 4 ). TRAI, the Training Information Sys-
tem, is used to to enter, correct, store, and query training
data and report on training information.

To select this option, key in 12 at the Enter Selection
prompt on the menu, and press [Enter]. The TRAI
screen(Figure 22 ) is displayed. Complete the fields as
described.

 1 Enter: Option  (required, alpha field; 2 positions).
Key in one of the 2-position codes on the screen which
identifies the type of action to be taken. For example, to
perform a deletion, key in DE.

 2 Office Print ID  (conditional, alphanumeric field;
max. of 6 positions). If AP, CP, PR, or RE was entered in
Option (Field 1 ), key in the agency code and submitting
office number of the organization designated to process/
print the training documents and reports. Press [Enter].

 3 User ID (no-entry). The system displays the iden-
tification number of the user.

 4 Date (no-entry). The system displays the date in
the YYMMDD format that TRAI was accessed.

 5 Time (no-entry). The system displays the time in
Military calculation that TRAI was accessed.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 22. TRAI Screen
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WTWOINQ

WTWOINQ is Option 13 on the Payroll/Personnel Sys-
tems menu (Figure 4 ). WTWOINQ, the W-2 Online
Processing System, is used to review employee W-2,
Wage and Tax Statement data.

To select this option, key in 13 at the Enter Selection
prompt on the menu, and press [Enter]. The WTWO
W-2 Online Inquiry Processing System screen

(Figure 23 ) is displayed. Complete the field as
described.

 1 Select Option (required, alpha field; 2 positions).
Key in 1 to perform the query function. Press [Enter].

The selected detail screen will be displayed.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 23. WTWO W-2 Online Inquiry Processing System
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RETM

RETM is Option 15 on the Payroll/Personnel Systems
menu (Figure 4 ). RETM, the Retirement Application
System, is used to track the processing of applications
for retirement benefits.

To select this option, key in 15 at the Enter Selection
prompt on the menu, and press [Enter]. The Retirement
Processing  System--RETM Agency Tracking Menu
(Figure 24 ) is displayed. Complete the fields as
described.

 1 Action (required, alpha field; 1 position). Key in
the action code to perform the type of processing
desired. For example, key in U to add/modify a record.

 2 SSNO (required, numeric field; 9 positions). Key
in the social security number. [Press Enter].

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 24. Retirement Processing System ––RETM Agency Tracking Menu
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MANLOG

MANLOG is Option 16 on the Payroll/Personnel Sys-
tems menu (Figure 4 ). MANLOG, the Manual Log Sys-
tem, is used to view transactions submitted for manual
processing or processing through the SPPS.

To select this option, key in 16 at the Enter Selection
prompt on the menu, and press [Enter]. The Manual Log
System screen (Figure 25 ) is displayed. Complete the
field as described.

 1 Ident No: (required, numeric field; 9 positions).
Key in the employee’s social security number. Press
[Enter]. Note: If the social security number is not estab-
lished in MANLOG, the message SSN Not Found is dis-
played at the bottom of the screen.

The selected detail screen will be displayed.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 25. Manual Log System Screen
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SPPS

SPPS is Option 17 on the Payroll/Personnel Systems
menu (Figure 4 ). SPPS, the Special Payroll Processing
System, is used to provide agencies with the capability
to submit electronic transactions instead of mailing
forms to the payroll office for manual processing.

To select this option, key in 17 at the Enter Selection
prompt on the menu, and press [Enter]. The SPPS ban-
ner screen (Figure 26 ) is displayed. Press [Enter].

The Special Payroll Processing System Main Menu
(Figure 27 ) is displayed. Complete the field as
described.

 1 Select (1–3)====> (required, numeric field; 1
position). Key in an option number, 1–3 depending on
the type of processing being performed. For example,
key in 2 to process indebtedness. Press [Enter].

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 26. SPPS Banner Screen
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Figure 27. Special Payroll Processing System Main Menu
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DATADICT

DATADICT is Option 18 on the Payroll/Personnel Sys-
tems menu (Figure 4 ). DATADICT, the Data Dictio-
nary, is used to provide a definition listing of the data
elements in the Payroll/Personnel and Administrative
Payments Systems.

To select this option, key in 18 at the Enter Selection
prompt on the menu, and press [Enter]. The Element
Definition  screen (Figure 28 ) is displayed. Complete
the fields as described.

 1 Element-Name: (required, alphanumeric field;
max. of 30 positions). Key in the data element exactly as
defined in the Data Dictionary. Press [Enter].

 2 Element-Ver: (optional, numeric field, 4 posi-
tions). Key in the data element version number as
defined in the Data Dictionary.

 3 English-Name: (no-entry). This field is system
generated.

 4 Version: (no-entry). This field is system gener-
ated.

 5 Picture: (no-entry). This field is system gener-
ated.

The specific data element will be displayed.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 28. Element Definition Screen
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TMGT

TMGT is Option 20 on the Payroll/Personnel Systems
menu (Figure 4 ). TMGT, the Table Management Sys-
tem, is used to provide valid values and descriptions for
selected data elements used in the payroll/personnel,
financial,  and administrative systems.

To select this option, key in 20 at the Enter Selection
prompt on the menu, and press [Enter]. The first of
eleven Table Management System screens (Figures
29–39) is displayed. Complete the field as described.

 1 Enter Function And Table Number (required,
numeric field; 4 positions). Key in the function code and
table number. Press [Enter]. For example, key in I

(inquiry) and 002 (accounting station name and address)
to query this option on the first menu screen (Figure 29 ).

OR

To select a specific menu, press [PF8] until the desired
menu is displayed.

The selected data entry screen will be displayed. You
can display a screen from any of the menus (Figures
29–39) or display a specific menu as described above.

• To obtain the next menu, press [PF8].

• To return to the previous menu, press [PF7].

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 29. Table Management System Screen (First Screen)
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Figure 30. Table Management System Screen (Second Screen)
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Figure 31. Table Management System Screen (Third Screen)
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Figure 32. Table Management System Screen (Fourth Screen)
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Figure 33. Table Management System Screen (Fifth Screen)
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Figure 34. Table Management System Screen (Sixth Screen)
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Figure 35. Table Management System Screen (Seventh Screen)
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Figure 36. Table Management System Screen (Eighth Screen)
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Figure 37. Table Management System Screen (Ninth Screen)
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Figure 38. Table Management System Screen (Tenth Screen)
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Figure 39. Table Management System Screen (Eleventh Screen)
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IRIS

IRIS is Option 22 on the Payroll/Personnel Systems
menu (Figure 4 ). IRIS, the Information/Research
Inquiry System, is used to provide immediate access to
at least 1 calendar year of current and 5 years of histori-
cal personnel data and certain payroll document history.

To select this option, key in 22 at the Enter Selection
prompt on the menu, and press [Enter]. The IRIS main
menu (Figure 40 ) is displayed. Complete the fields as
described.

 1 SSN (optional, numeric field; 9 positions). Key in
the social security number to query data for a specific
employee.

 2 Screen/Menu (required, numeric field; 3 posi-
tions). Key in the menu option number. Press [Enter].
For example, key in 400 to query payroll data.

The selected detail screen will be displayed.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 40. IRIS Main Menu
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HCUP

HCUP is Option 23 on the Payroll/Personnel Systems
menu (Figure 4 ). HCUP, the History Correction Update
Processing System, is used to update personnel history
data. HCUP allows correction and cancellation of his-
torical personnel actions which exist in the Personnel
History Information system (PHIS) database. HCUP is
also used to enter late, replacement, and newly required
personnel actions. Note: HCUP actions are processed as
a package. Therefore, if one action is suspended, all
actions are suspended until the error is corrected.

To select this option, key in 23 at the Enter Selection
prompt on the menu, and press [Enter]. The HCUP start-
ing action screen (Figure 41 ) is displayed. Complete the
fields as described.

 1 SSNO (required, numeric field; 9 positions). Key
in the employee’s social security number.

 2 Dept/Agcy (required, alphanumeric field; 4 posi-
tions). Key in the 2-position department code and the
2-position agency code.

 3 POI (required, numeric field; 4 positions). Key in
the personnel office identifier code.

 4 Eff Pay Period (required, numeric field; 2 posi-
tions). Key in the processing pay period.

 5 Function (required, alpha field; 1 position). Key
in either A (add), C (change), D (delete), or Q (query)
which indicates the action to be executed.

Note: To change, delete, or query a HCUP package,
complete Fields 1 through 6

 
only.

 6 Oper Initials (required, alpha field; max. of 3
positions). Key in your initials.

 7 Name (Last, First, Middle) conditional, alpha-
numeric field; max. of 41 positions (last name–17 posi-
tions, first and middle names–12 positions each). This
field is system-generated from the Employee Name
database based on the entry in SSNO (Field 1 ).

 8 Ist NOA Code (required, numeric field; 3 posi-
tions). Key in the first nature of action code (NOAC) for
the starting action.

 9 IA Auth Code (conditional, numeric field; 3 posi-
tions). Key in the OPM or agency authority code that
relates to the first NOAC being processed.Note: This
field is an optional entry for correction and cancellation
actions.

 10 IB Auth Code (conditional, numeric field; 3 posi-
tions). If the first NOAC being processed has a second
authority, key in the second authority code.

 11 2nd NOA Code (conditional, numeric field; 3
positions). If the personnel action being corrected or
cancelled has another applicable nature of action code,
key in the second NOAC.

 12 2A Auth Code (conditional, numeric field; 3 posi-
tions). If there is a second NOAC, key in the first OPM
or agency authority code.

 13 2B Auth Code (conditional, numeric field; 3 posi-
tions). If the second NOAC has a another authority, key
in the second OPM or agency authority code.

Figure 41. HCUP Starting Action Screen
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 14 Effective Date (required, numeric field; 6 posi-
tions). Key in the effective date of the starting personnel
action in month, day, and year order.

 15 Auth Date (conditional, numeric field; 6 posi-
tions). Key in the authentication date for the starting
personnel action in month, day, and year order. Press
[Enter]. This field is a required entry when adding an

action and is optional for a correction/cancellation
action.  If a date is not entered for a correction or can-
cellation action, the system generates the authentication
date from the original action.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.
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DOTSE

DOTSE is Option 24 on the Payroll/Personnel Systems
menu (Figure 4 ). DOTSE, the Document Tracking Sys-
tem, is used to enter inquiries, query the status of all
inquiries received at NFC, enter and process recertified
payments, and query the status of all manual payments
at NFC.

To select this option, key in 24 at the Enter Selection
prompt on the menu, and press [Enter]. The Document
Tracking System Main Menu (Figure 42 ) is displayed.
Complete the fields as described.

 1 Department Code: (required, alpha field; 2 posi-
tions). Key in the department code. For example, key in
AG if your department is USDA.

 2 Agency Code: (required, alphanumeric field; 2
positions). Key in the 2-position NFC-assigned agency
code. For example, key in 34 if your agency is APHIS.

 3 Personnel Office: (required, alphanumeric field;
4 positions). Key in the personnel office code.

 4 Selection: (required, alphanumeric field; 1 posi-
tion). Key in an option number, 1–6 depending on the
type of processing being performed. Press [Enter]. For
example, key in 3 to process an SF–1166.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.
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Figure 42. Document Tracking System Main Menu
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Financial Information Systems

Financial Information Systems is Option 2 on the NFC
Menu (Figure 2 ). The Financial Information Systems
menu provides a list of the available systems used to per-
form data entry, inquiry, and corrections relating to
financial information activities.

To select this option, key in 2 at the Enter Application
Name Or Selection Number prompt on the menu, and
press [Enter]. The Financial Information Systems menu
is displayed.

CADI

CADI is Option 1 on the Financial Information Systems
menu (Figure 43 ). CADI, the Central Accounting Data
Base Inquiry System, is used to directly access budget-
ary information.

To select this option, key in 1 at the Enter Selection
prompt on the menu, and press [Enter]. The CADI
Selection Menu (Figure 44 ) is displayed. Complete the
fields as described.

 1 Agency (required, alpha field; 2 positions). Key in
the 2-position NFC-assigned agency code. For example,
if your agency is APHIS, key in 34.

 2 Select (required, alphanumeric field; 2 positions).
Key in an option number, 1–12 depending on the type of
processing being performed.

 3 Report/System Code (conditional, alpha field; 3
positions). If Option 11, System Category is entered in
Select (Field 2 ), key in the report/system acronym. Press
[Enter].

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 43. Financial Information Systems Screen

��������������������������������������������������������������������������������
��```44�44�44`````````````````````0�������````````````````````��������``�0````��
��```````````````````````"%*�*�%�(`%*"+.)�0%+*`/5/0!)/````````````````````````��
��````````````````````````````````````````````````````````````````````````````��
��`````````````````````%�`!*0.5```%*-1%.5`/5/0!)/`````````````````````````````��
��``````��`�� %`````�2�%(��(!```````````````��`,(�*`````�2�%(��(!`````````````��
��``````��`�(�+`````�2�%(��(!```````````````��` "%/`````�2�%(��(!`````````````��
��``````��`"�� /````�2�%(��(!```````````````��`0,%.`````�2�%(��(!`````````````��
��``````��`)�/�`````�2�%(��(!``````````````��`���+%*-``�2�%(��(!`````````````��
��``````��`)�/�2�(``�2�%(��(!``````````````���`".!(`````�2�%(��(!`````````````��
��``````��`#(% `````�2�%(��(!```````````````%%%�`10%(%0%!/````````````````````��
��`````````````````````````````````````````���`%/,"``````�2�%(��(!````````````��
��``````%%�`.!,+.0%*#`/5/0!)/``````````````���`2,/,.%*0``�2�%(��(!````````````��
��`````���`"+�1/.,0``�2�%(��(!``````````````%2�`""%/`/5/0!)/``````````````````��
��`````���`��0�$"+�``�2�%(��(!`````````````���`""%/`)!*1``�2�%(��(!```````````��
��```````````````````````````````````````````2�` �0�`3�.!$+1/!````````````````��
��`````````````````````````````````````````���`*"�3``````�2�%(��(!````````````��
��`````````````````````````````````````````���`*"�3-`````�2�%(��(!````````````��
��`````````````````````````````````````````���`.,/0``````�2�%(��(!````````````��
��````````````````````````````````````````````````````````````````````````````��
��````````````````````````````````````````````````````````````````````````````��
��`,"�`�`$!(,``,"�`�`*"�)!*1```!*0!.`/!(!�0%+*`�X��``���``````,"��`�`!4%0`````��
��������������������������������������������������������������������������������



Systems Access Manual
Remote Site Usage

Remote Terminal Usage

Title VI
Chapter 2
Section 1

34

Figure 44. CADI Selection Menu
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BLCO

BLCO is Option 2 on the Financial Information Systems
menu (Figure 43 ). BLCO, the Billings and Collections
System, is used to issue bills for inspection services and
process all resulting collections.

To select this option, key in 2 at the Enter Selection
prompt on the menu, and press [Enter]. The BLCO
Online Inquiry Menu (Figure 45 ) is displayed. To query
BLCO data, perform the following actions:

• To display  the Account Record screen, press [PF1].

• To display the Collection-Adjustment By Check ID
screen, press [PF5].

• To display the Fee Charge Document By Fee Doc
Number screen, press [PF7].

• To display the Debtor Name screen, press [PF9].

• To display the Authorization Record screen, press
[PF10].

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 45. BLCO Online Inquiry Menu

               BLCO ONLINE INQUIRY                           xx/xx/xx 06:45:13   
                                                                                
                    M E N U                                                     
                                                                                
               PF KEY    SELECTION                                              
                                                                                
               1         ACCOUNT RECORD                                         
                                                                                
                                                                                
                                                                                
               5         COLLECTION–ADJUSTMENT BY CHECK ID                      
                                                                                
               7         FEE CHARGE DOCUMENT BY FEE DOC NUMBER                  
                                                                                
               9         DEBTOR NAME                                            
                                                                                
               10        AUTHORIZATION RECORD                                   
                                                                                
               CLEAR KEY = END SESSION                                          
                                                                                
SELECT AN OPTION                                                                



Systems Access Manual
Remote Site Usage

Remote Terminal Usage

Title VI
Chapter 2
Section 1

36

FAADS

FAADS is Option 3 on the Financial Information Sys-
tems menu (Figure 43 ). FAADS, the Federal Assistance
Award System, is used to provide a central source of
information on domestic financial programs of the Fed-
eral Government.

To select this option, key in 3 at the Enter Selection
prompt on the menu, and press [Enter]. The FAADS
Menu (Figure 46 ) is displayed. Complete the field as
described.

 1 Enter Menu Number (required, numeric field; 1
position). Key in 1 and press [Enter] to display the
FAADS Update Menu (Figure 47 ). Key in 2 and press
[Enter] to display the FAADS Report Menu (Figure 48 ).

At the FAADS Update Menu (Figure 47 ), complete the
field as described.

 1 Selection (required, alphanumeric field; 2 posi-
tions). Key in the record type depending on the type of
processing being performed. Press [Enter]. For exam-
ple, to add a Record Type 1 award, key in 1A.

The selected screen(s) will be displayed for completion.

Figure 46. FAADS Menu
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Figure 47. FAADS Update Menu

`"�� /�`)!*1```````````1�`/�`` !,�.0)!*0`+"`�#.%�1(01.!``````````` �0!�`44�44�44
```````````````````````````*�0%+*�(`"%*�*�!`�!*0!.
`````````````````````"! !.�(`�//%/0�*�!`�3�. ` �0�`/5/0!)
````````````````````````````````! %0X1, �0!
```````````.!�+. `05,!`+*!````````````````````````.!�+. `05,!`03+
``````````````````��````````````�  `�*`�3�. `````````````��
``````````````````�%`````````%*-1%.5`+*`�*`�3�. `````````�%
``````````````````�)````````)+ %"5`�`�1..!*0`�3�. ```````�)
``````````````````� ```````` !(!0!`�`�1..!*0`�3�. ```````� 
``````````````````�/```````````�+..!�0`/1/,!*/!``````````�/
``````````````````#%`%*-1%.5```#!+#.�,$%�` �0�````1, �0!`#1
``````````````````�%`%*-1%.5`````�#!*�5��" �``````1, �0!`�1
````````````````````````````````/!(!�0%+*�
`````````````````````````````````$%0`!*0!.
`,"X'!5/�`�(!�.`�`!4%0``�`�`.!,+.0`)!*1`````````````````````````````````````````

 1



Systems Access Manual
Remote Site Usage

Remote Terminal Usage

Title VI
Chapter 2
Section 1

37

At the FAADS  Report Menu (Figure 48 ), complete the
field as described.

 1 Selection (required, numeric field; 2 positions).
Key in the record type depending on the type of report
being produced. Press [Enter]. For example, to produce

a Record Type 2 state and type assistance  report, key in
22.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 48. FAADS Report Menu
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MASC

MASC is Option 4 on the Financial Information Sys-
tems menu (Figure 43 ). MASC, the Management
Account Structure Code System, is used to build and
maintain an accounting classification code master file
as well as an alphabetic description of the codes.

To select this option, key in 4 at the Enter Selection
prompt on the menu, and press [Enter]. The MASC

menu (Figure 49 ) is displayed. Complete the field as
described.

 1 Enter Selection (required, numeric field; max. of
2 positions). Key in an option number, 1–10 depending
on the type of processing being performed. Press
[Enter]. For example, to process an AD–729A, change

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 49. MASC Menu
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MASCVAL

MASCVAL is Option 5 on the Financial Information
Systems menu (Figure 43 ). MASCVAL, the Manage-
ment Account Structure Code Validation System, is also
an option on the MASC menu. It is used to perform
online query to determine if agency management,
accounting classification, and appropriate codes are
valid.

To select this option, key in 5 at the Enter Selection
prompt on the menu, and press [Enter]. The MASC
Accounting Validation screen (Figure 50 ) is displayed.
Complete the fields as described.

 1 Control Character (required, numeric field; 1
position). Key in the control character.

 2 Treasury Number (no-entry). The Treasury sym-
bol number is system generated.

 3 Agy Acct Form (no-entry). The full or exploded
agency accounting form is system generated from the
accounting class data entered.

 4 Agency (required, alphanumeric field; 2 posi-
tions). Key in the 2-position NFC-assigned agency
code.

 5 Accounting Class (required, numeric field; max.
of 27 positions). Key in the agency accounting classifi-
cation code. Note: Press [PF3] to access the Accounting
Help screen to display format information for agency
classification codes.

 6 AASC (no-entry). The agency accounting station
code is system generated.

 7 Management Code (conditional, numeric field; 6
positions). If your agency code is 11, 36, 37, or 60, key in

the 6-position management code. Note: Press [PF3] to
access the Accounting Help screen to display format
information for agency management codes.

 8 Fiscal Year (conditional, numeric field; 6 posi-
tions). If your agency code is 11, 36, 37, or 60, key in the
fiscal year indicator.

 9 ACF SW (no-entry). This field indicates the valid-
ity of the accounting code format and is system gener-
ated as follows:

Blank Indicates valid accounting

# Indicates invalid accounting

D Indicates a database system problem

 10 Accounting Station (conditional, numeric field; 4
positions). If your agency code is 11, key in the account-
ing station code. Note: The accounting station code
must be a valid FS region and unit.

 11 Feeder System (required, numeric field; 2 posi-
tions). Key in the appropriate feeder system number.
Note: Press [PF3] to access the Accounting Help screen
to display information for valid feeder system codes.

 12 Tres. Fiscal Year (conditional, numeric field; 1
position). If the control character is T, key in the Trea-
sury fiscal year indicator.

 13 Fund Code (conditional, numeric field; 2 posi-
tions). If the control character is T, key in the fund code.
Press [Enter].

The selected data will be displayed.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 50. MASC Accounting Validation Screen
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GLID

GLID is Option 6 on the Financial Information Systems
menu (Figure 43 ). GLID, the General Ledger Interac-
tive Descriptions System, is used to perform inquiry and
update functions and identifies the accounts affected by
feeder system identification and General Ledger trans-
action codes.

To select this option, key in 6 at the Enter Selection
prompt on the menu, and press [Enter]. The GLID main
menu (Figure 51 ) is displayed. Complete the field as
described.

 1 Selection (required, numeric field; 1 position).
Key in 1 and press [Enter] to display the GLID Inquiry
Menu (Figure 52 ). Key in 2 and press [Enter] to display
the GLID Update Menu (Figure 53 ).

At the GLID Inquiry Menu (Figure 52 ), complete the
field as described.

 1 Selection (required, numeric field; 1 position).
Key in an option number, 1–10 depending on the query
being performed. Press [Enter]. For example, key in 7 to
query the account usage.

The selected screen(s) will be displayed for completion.

At the GLID Update Menu (Figure 53 ), complete the
field as described.

 1 Selection (required, numeric field; 1 position).
Key in an option number, 1–6 depending on the process-
ing being performed. Press [Enter]. For example, key in
4 to update account numbers.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 51. GLID Main Menu
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Figure 52. GLID Inquiry Menu
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Figure 53. GLID Update Menu
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PLAN

PLAN is Option 7 on the Financial Information Systems
menu (Figure 43 ). PLAN, the Budget and Operating
Plans System, is used to establish budgetary resources.

To select this option, key in 7 at the Enter Selection
prompt on the menu, and press [Enter]. The PLAN main
menu (Figure 54 ) is displayed. Complete the field as
described.

 1 Selection: (required, numeric field; 1 position).
Key in 1 and press [Enter] to display the PLAN Update
menu (Figure 55 ). Key in 2 and press [Enter] to display

the PLAN Inquiry menu (Figure 56 ). Key in 3 and press
[Enter] to display the PLAN Suspense menu
(Figure 57 ). Key in 4 and press [Enter] to display the
PLAN Special Accounting Adjustments screen
(Figure 58 ).  Key in 5 and press [Enter] to display the
PLAN History Inquiry menu (Figure 59 ).

To select an option from any of the menus, key in the
option number in the Selection field on the menu, and
press [Enter].

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 54. PLAN Main Menu
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Figure 55. PLAN Update Menu
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Figure 56. PLAN Inquiry Menu
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Figure 57. PLAN Suspense Menu
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Figure 58. PLAN Special Accounting Adjustments Screen
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Figure 59. PLAN History Inquiry Menu

`
``4444444````44`````````4444`````44````44```````````````1*%0! `/0�0!/
``44````44```44````````44``44````44````44````````` !,�.0)!*0`+"`�#.%�1(01.!
``4444444````44```````44444444```4444``44``````````*�0%+*�(`"%*�*�!`�!*0!.
``44`````````44```````44````44```44``4444````````````````,(�*`/5/0!)
``44`````````444444```44````44```44```444
```````````0$!` +�1)!*0/`�2�%(��(!`"+.`$%/0+.5`%*-1%.5`�.!`�
`````````��``/"X����````*+*X!4,!* %01.!`0.�*/"!.`�10$+.%6�0%+*
`````````��``/"X���`````�,,+.0%+*)!*0`�* `.!�,,+.0%+*)!*0`/�$! 1(!
`````````��``� X��`````�((+0)!*0`� 2%�!
`````````��``� X��`````� 2%�!`+"`�((+��0%+*`+"`"1* /
`````````��``� X��`````+,!.�0%*#`,(�*
`````````��``�./X���````�**1�(`.!/+1.�!`)�*�#!)!*0`,(�*

`````````````````````````/!(!�0%+*`�`````X`,.!//`!*0!.
````````�(!�.X!4%0````````````,"�X)�%*`)!*1````````````,"�X1, �0!`)!*1
````````````````,"�X%*-1%.5`)!*1````````,"�X/1/,!*/!`)!*1
````````````````````````````````````````````````````````````````````````````````



Systems Access Manual
Remote Site Usage

Remote Terminal Usage

Title VI
Chapter 2
Section 1

45

DFIS

DFIS is Option 8 on the Financial Information Systems
menu (Figure 43 ). DFIS, the Departmentwide Financial
Information System, is used to provide a standardized
departmentwide General Ledger which includes
accounting data for both program and administrative
funds.

To select this option, key in 8 at the Enter Selection
prompt on the menu, and press [Enter]. The DFIS ban-
ner screen (Figure 60 ) is displayed.

Press [PF3] to obtain the screen listing of available
reports. The Departmentwide Financial Information

System Report Menu (Figure 61 ) is displayed. Com-
plete the field as described.

 1 Enter Number To Select Report (required,
numeric field; 1 position). Key in an option number, 1–9
depending on the type of report being produced.  Press
[Enter]. For example, key in 3 to produce the SF–225,
Report On Obligations.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 60. DFIS Banner Screen
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Figure 61. Departmentwide Financial Information System Report Menu
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TPIR

TPIR is Option 9 on the Financial Information Systems
menu (Figure 43 ). TPIR, the Timber Program Informa-
tion Reporting System, is used to provide the Forest Ser-
vice (FS) with report data related to timber sale activity.

To select this option, key in 9 at the Enter Selection
prompt on the menu, and press [Enter]. The TPIR Main
Menu (Figure 62 ) is displayed. Complete the field as
described.

 1 Enter Report Code (required, numeric field; 2
positions). Key in an option number, 01–07 depending
on the type of report being produced. Press [Enter].
Note: To produce all of the reports, key in 99.

After the report code is entered, certain fields in the right
portion of the screen will be displayed for you to com-

plete in order to produce the report. The fields vary
depending on which report code was entered.

All report codes display the following fields: Print ,
Remote ID, and Route To. Note: You should only com-
plete the above fields if you are printing the report.
Fields such as Region, Unit , Worksheet Summary,
and State will vary depending on the report code enter-
ed.

If the report is printed, the message JOB NFCXXXXX
Submitted – Please Key In Next Request is displayed at
the bottom of the screen.  If the report is not printed, after
[Enter] is pressed, the data is displayed on the screen.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 62. TPIR Main Menu
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ABCOINQ

ABCOINQ is Option 10 on the Financial Information
Systems menu (Figure 43 ). ABCOINQ, the Administra-
tive Billings and Collections Inquiry System, is used to
query billings and collection data in ABCO.

To select this option, key in 10 at the Enter Selection
prompt on the menu, and press [Enter]. The ABCO
Inquiry System screen (Figure 63 ) is displayed. Com-
plete the field as described.

 1 Choose An Option For Accessing The ABCO
Database (required, numeric field; 1 position). Key in
an option number, 1–4 depending on the type of query
being made. Press [Enter].Note: Options 5 and 6 are not
accessible to client agencies and are for NFC personnel
use only.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 63. ABCO Inquiry System Screen

````````````````````1�/� ���`X`+�"�)�`X``*�0%+*�(`"%*�*�!`�!*0!.````````````````
````````````````````````````````````````````````````````````````````````````````
``````````�����```�����```�����```�����`````````````````````````````````````````
`````````�```�```�```�```�```�```�```�````````� )%*%/0.�0%2!``�%((%*#/`�* ``````
````````�����```����````�```````�```�`````````�+((!�0%+*/`X`%*-1%.5`/5/0!)``````
```````�```�```�```�```�```�```�```�````````````````````````````````````````````
``````�```�```�����```�����```�����```````````"+.`�10$+.%6! `1/!`+*(5```````````
````````````````````````````````````````````````````````````````````````````````
````````````````````````````````````````````````````````````````````````````````
``````````````````�$++/!`�*`+,0%+*`"+.`���!//%*#`0$!`���+` �0���/!�`````````````
````````````````````````````````````````````````````````````````````````````````
````````````````````````````````````````````````````````````````````````````````
`````````````��``` !�0+.`%*"+.)�0%+*`��5` !�0+.`% �`````````````````````````````
`````````````��```.!�!%2��(!`%*"+`��5` !�0+.`% `�* `�%((`*1)�!.�````````````````
`````````````��```�+((!�0%+*/`�* `�+((!�0%+*`� &1/0)!*0/`��5`�$!�'`% �``````````
`````````````��```!),(+5!!`%* !�0! *!//`��5`/+�%�(`/!�1.%05`*1)�!.�`````````````
`````````````��```�(�%)/`%*"+.)�0%+*`��5`�(�%)`*1)�!.�``T*"�`1/!`+*(5V``````````
`````````````��```+""/!0`%*"+.)�0%+*`��5`/+�%�(`/!�1.%05`*1)�!.�``T*"�`1/!`+*(5V
````````````````````````````````````````````````````````````````````````````````
````````````````````````````````````````````````````````````````````````````````
````````````````````````````````````````````````````````````````````````````````
`!*0!.�/!* ``````````````````````````````````````````````````````````�(!�.�!4%0`
`````````````````````````````````````````````````````````````````````````````````

 1



Systems Access Manual
Remote Site Usage

Remote Terminal Usage

Title VI
Chapter 2
Section 1

48

FREL

FREL is Option 11 on the Financial Information Sys-
tems menu (Figure 43 ). FREL, the Force Released
Accounting System, is an internal system used by NFC
personnel to correct payroll accounting errors generated
by PACS.

To select this option, key in 11 at the Enter Selection
prompt on the menu, and press [Enter]. The Acctg
Errors–Force Released screen (Figure 64 ) is displayed.
Complete the fields as described.

 1 PP (required, numeric field; 2 positions). Key in
the current pay period.

 2 Ag (required, alphanumeric field; 2 positions).
Key in the 2-position NFC-assigned agency code.

 3 TA–Cont–Pt (required, numeric field; 10 posi-
tions). Key in the T&A contact point.

 4 SS (required, numeric field; 9 positions). Key in
the employee’s social security number.

 5 PP–Cov–TA (required, numeric field; 2 posi-
tions). Key in the pay period covering the recorded time
on the T&A.

 6 Dr–Cr (required, numeric field; 1 position). Key
in the debit/credit code. Valid codes are:

0 = Regular payment

1 = Credit adjustment

2 = Debit adjustment

 7 Date–Circle–TA–Start (required, numeric field;
6 positions). Key in the starting date covered by the pay
period using the YYMMDD format.

 8 Type–Payment (required, numeric field; 2 posi-
tions). Key in the code to indicate the type of document
prompting the payment. Press [Enter]. Valid codes are:

01 = Regular salary payment

02 = Revalidation payment

03 = NFC29 generated payment

04 = Lump sum payment

05 = Compensation payment

06 = Cash award payment

07 = NFC29 updating accounting data

08 = FEHB payment LWOP with T&A

09 = FEHB payment LWOP without T&A

11 = Severance payment

00 = Adjustment refund payment

The selected screen(s) will be displayed to complete
processing.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 64. Acctg Errors – Force Released Screen
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FFIS

FFIS is Option 16 on the Financial Information Systems
menu (Figure 43 ). FFIS, the Federal Financial Informa-
tion System, is used to process and manage financial
data to meet stringent budget and funds control needs as
well as complex multifund accounting and reporting
requirements.

To select this option, key in 16 at the Enter Selection
prompt on the menu, and press [Enter]. The Foundation

Financial Information Systems screen (Figure 65 ) is
displayed. Complete the field as described.

 1 Enter Selection 1–7 ==> (required, numeric field;
1 position). Key in the number of the CICS database to
be accessed. Press [Enter]. For example, key in 3 to
access the CICSQ65 database.

The selected detail screen will be displayed.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 65. Foundation Financial Information Systems Screen
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Property Management Information
Systems

Property Management Information Systems is Option 3
on the NFC Menu (Figure 2 ). The Property Manage-
ment Information Systems menu provides a list of the
available systems used to perform data entry, inquiry,
and corrections relating to property/supply manage-
ment information activities.

To select this option, key in 3 at the Enter Application
Name Or Selection Number prompt on the menu, and
press [Enter]. The Property Management Information
Systems screen (Figure 66 ) is displayed.

PROP

PROP is Option 1 on the Property Management Infor-
mation Systems screen (Figure 66 ). PROP, the Personal

Property System, is used to integrate fiscal accounting
with property accountability and provides uniform data
for the management and control of accountable, leased,
loaned, sensitive, and excess property.

To select this option, key in 1 at the Enter Selection
prompt on the menu, and press [Enter]. The PMIS ban-
ner screen (Figure 67 ) is displayed. At the PMIS banner
screen, complete the field as described.

 1 Enter Your Organizational Identifier >>>>>
(required, alpha field; max. of 6 positions). Key in the
organizational  identifier. Press [Enter]. For example, if
you are with the Department of Agriculture and have
update and inquiry access, key in USDA. If your access
is limited to inquiry only, key in USDAINQ.

Figure 66. Property Management Information Systems Screen
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Figure 67. PMIS Banner Screen
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After the identifier is keyed in and [Enter] is pressed, the
PROP Administrative Menu (Figure 68 ) is displayed, if
you have both update and inquiry access. Complete the
field as described.

 1 Enter Selection: (required, numeric field; 1 posi-
tion). Key in the number of the submenu to be accessed.
Press [Enter]. For example, key in 3 to access the Trans-
action Menu .

The selected menu will be displayed.

If you have only inquiry access, after the identifier is
keyed in and [Enter] is pressed, the Inquiry Menu

(Figure 69 ) is displayed. Complete the field as descri-
bed.

 1 Enter Selection: (required, numeric field; max. of
2 positions). Key in an option number, 1–25 depending
on the query being performed. Press [Enter]. For exam-
ple, key in 4 to query property by custodian.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 68. PROP Administrative Menu
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Figure 69. Inquiry Menu  (USDA Users)
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SPIN

SPIN is Option 2 on the Property Management Informa-
tion Systems screen (Figure 66 ). SPIN, the Supply/
Property Inventory System, is used to track supplies and
other nonaccountable property items.

To select this option, key in 2 at the Enter Selection
prompt on the menu, and press [Enter]. The SPIN ban-
ner screen (Figure 70 ) is displayed. At the SPIN banner
screen, complete the field as described.

 1 Enter Your Organizational Identifier >>>>>
(required, alpha field; max. of 6 positions). Key in the
organizational identifier. Press [Enter].

The SPIN Administrative Menu (Figure 68 ) is dis-
played. Complete the field as described.

 1 Enter Selection >> (required, numeric field; max.
of 2 positions). Key in an option number, 1–20 depend-
ing on the type of processing being performed. Press
[Enter]. For example, key in 7 to enter receipt data.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 70. SPIN banner screen
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Figure 71. SPIN Administrative Menu
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EMIS

EMIS is Option 3 on the Property Management Infor-
mation Systems screen (Figure 66 ). EMIS, the Equip-
ment Management Information System, is used to pro-
vide a mechanism to assist an agency in its fleet man-
agement activities, including automated tracking of
equipment and/or motorized vehicles. EMIS also facili-
tates immediate and consistent data for internal and
external reporting. Note: Currently, FS is the only
agency using EMIS. Effective in October 1997, EMIS
was merged with PROP and those EMIS functions are
now handled through PROP.

To select this option, key in 3 at the Enter Selection
prompt on the menu, and press [Enter]. The EMIS Menu

(Figure 72 ) is displayed. Complete the field as
described.

 1 Enter Option (required, numeric field; 1 posi-
tion). Key in 1 and press [Enter].

The EMIS Inquiry Menu (Figure 73 ) is displayed. Com-
plete the field as described.

 1 Enter Option (required, numeric field; 1 posi-
tion). Key in an option number, 1–5 depending on the
query being performed. Press [Enter]. For example, key
in 3 to query operational data.

The selected screen (s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 72. EMIS Menu
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Figure 73. EMIS Inquiry Menu
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Administrative Information Systems

Administrative Information Systems is Option 4 on the
NFC Menu (Figure 2 ). The Administrative Information
Systems menu provides a list of the available systems
used to perform data entry, inquiry, and corrections
relating to administrative information activities.

To select this option, key in 4 at the Enter Application
Name Or Selection Number prompt on the menu, and
press [Enter]. The Administrative Information Systems
menu (Figure 74 ) is displayed.

PRCHENT

PRCHENT is Option 1 on the Administrative Informa-
tion Systems menu (Figure 74 ). PRCHENT, the Pur-
chase Order Data Entry System, is used to enter pur-
chase orders.

To select this option, key in 1 at the Enter Selection
prompt on the menu, and press [Enter]. The PRCH Data
Entry Signon screen (Figure 75 ) is displayed. Complete
the field as described.

 1 Key In Name And Password (required, alphanu-
meric field; max. of 8 positions). Key in your password
for the user ID brought forward at the time of sign-
ing-on.  Press [Enter].

The PRCH Application Selection screen (Figure 76 ) is
displayed. To select a processing option, place the cur-
sor on the number next to the desired option, and press
[Enter]. Note: The cursor is automatically positioned on
0107, PRCH8380 OBL Remote Entry when Figure 69  is
accessed.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 74. Adminstrative Information Systems Menu
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Figure 75. PRCH Data Entry Signon Screen
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Figure 76. PRCH Application Selection Screen
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PRCHINQ

PRCHINQ is Option 2 on the Administrative Informa-
tion Systems menu  (Figure 74 ). PRCHINQ, the Pur-
chase Order Remote Inquiry System, is used to view
PRCH master records.

To select this option, key in 2 at the Enter Selection
prompt on the menu, and press [Enter]. The PRCH
Remote Inquiry Signon screen (Figure 77 ) is displayed.
Complete the field as described.

 1 Enter Your Agency Code (required, alphanu-
meric field; 2 positions). Key in your 2-position NFC-
assigned agency code. Press [Enter].

The PRCH  Menu (Figure 78 ) is displayed. Complete
the field as described.

 1 Enter Desired Task ID (required, numeric field; 2
positions). Key in a task number depending on the query
being performed. Press [Enter]. For example, key in 12
to query amendments.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 77. PRCH Remote Inquiry Signon Screen
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Figure 78. PRCH Menu
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FmHA PRCHINQ Users (Agency 07)
When Agency Code 07 is keyed in at The PRCH Remote
Inquiry Signon screen (Figure 77 ) and [Enter] is
pressed, the PRCH Remote Inquiry Signon screen
(Figure 79 ) is displayed for FmHA users only. Complete
the field as described.

 1 Inquiry Type (required, alpha field; 1 position).
Key in C (for Contracting) or P (for Purchasing) to
access the proper records to query. Press [Enter].

Note: When P is entered, the PRCH Menu (Figure 78 ) is
displayed. 

When C is entered, the FmHA Contracts Remote
Inquiry Signon screen (Figure 80 ) is displayed. Com-
plete the field as described.

 1 Enter Your State Code (required, numeric field; 2
positions). Key in the 2-digit state code to access the
proper records to query. Press [Enter].

The FmHA AD–838 Type 60 Activity Menu (Figure 81 )
is displayed. Complete the field as described.

 1 Enter Desired Task ID (required, numeric field; 2
positions). Key in a task number depending on the query
being performed. Press [Enter]. For example, key in 64
to query a summary of paid invoices.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 79. PRCH Remote Inquiry Signon Screen (FmHA Users only)
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Figure 80. FmHA Contracts Remote Inquiry Signon Screen  (FmHA Users only)
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Figure 81. FmHA AD–838 Type 60 Activity Menu (FmHA Users only)
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TRVL

TRVL is Option 4 on the Administrative Information
Systems menu (Figure 74 ). TRVL, the Travel System, is
used to enter travel transactions.

To select this option, key in 4 at the Enter Selection
prompt on the menu, and press [Enter]. The TRVL Sig-
non screen (Figure 82 ) is displayed. Complete the fields
as described which comprise the 10-position Originat-
ing Office Number (OON), when accessing the TRVL
database to enter travel transactions.

Note: To perform query only, leave fields
1 through 4

 
blank and press [Enter]. The TRVL

Inquiry Menu (Figure 84 ) is displayed.

 1 Department (required, alpha field; 2 positions).
Key in Positions 1–2 of the OON.

 2 Servicing Agency (required, alphanumeric field;
2 positions). Key in Positions 3–4 of the OON.

 3 Agency (required, alphanumeric field; 2 posi-
tions). Key in Positions 5–6 of the OON.

 4 Office Number (required, alphanumeric field; 4
positions). Key in Positions 7–10 of the OON. Press
[Enter].

The TRVL Menu (Figure 83 ) is displayed. Complete the
field as described.

 1 Enter Task (required, numeric field; 2 positions).
Key in a task number depending on the type of process-
ing being performed. Press [Enter]. For example, to
enter a relocation travel voucher, key in 12.

The selected screen(s) will be displayed for completion.

Figure 82. TRVL Signon Screen
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Figure 83. TRVL Menu
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To perform query, at the TRVL Inquiry Menu
(Figure 84 ), complete the field as described.

 1 Key In The Appropriate Task code And Press
Enter (required, alphanumeric field; 2 positions). Key
in a task number depending on the query being per-

formed. Press [Enter]. For example, key in 76 to query
the travel voucher history.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 84. TRVL Inquiry Menu Screen
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SF279

SF279 is Option 5 on the Administrative Information
Systems menu (Figure 74 ). SF279, is an online system
used for entry and query of the Federal Procurement
Data System (FPDS) data.

To select this option, key in 5 at the Enter Selection
prompt on the menu, and press [Enter]. The FPDS
SF–279 Reporting screen (Figure 85 ) is displayed.

To select a processing option, place the cursor on the
desired process and press [PF11].

The selected screen(s) will be displayed for completion.

Due to the system’s design, the PF key navigation infor-
mation is not displayed at the bottom of the screen. This
information is displayed on a separate screen. To display
the function keys used in the SF279 Reporting System,
press [PF1].

The SF279 Function Keys screen (Figure 86 ) is dis-
played.

• To perform another function or exit, press the appli-
cable key shown in Figure 79 .

Figure 85. FPDS SF–270 Reporting Screen
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Figure 86. SF279 Function Keys Screen
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UNAL

UNAL is Option 6 on the Administrative Information
Systems menu  (Figure 74 ). UNAL, the Uniform Allow-
ance System, is used by FS only to establish and main-
tain accounts for their personnel who are required to
wear uniforms in performing their job duties.

To select this option, key in 6 at the Enter Selection
prompt on the menu, and press [Enter]. The UNAL ban-
ner screen (Figure 87 ) is displayed.  Press [Enter].

The UNAL menu (Figure 88 ) is displayed.  Complete
the field as described.

 1 Enter Selection ==> (required, numeric field;
max. of 2 positions). Key in an option number, 1–11
depending on the type of processing being performed.
Press [Enter]. For example, key in 7 to obtain an account
history.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 87. UNAL Banner Screen
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Figure 88. UNAL Menu
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DPRS

DPRS is Option 7 on the Administrative Information
Systems menu  (Figure 74 ). DPRS, the Direct Payment
Remittance System, is used as a centralized system for
collecting premiums from eligible non-Federal enroll-
ees who elect to participate in the Federal Employees
Health Benefits Program (FEHB) under Public Law
98–615.

To select this option, key in 7 at the Enter Selection
prompt on the menu, and press [Enter]. The DPRS Menu
(Figure 89 ) is displayed. Complete the field as
described.

 1 Select Option (required, numeric field; 1 posi-
tion). Key in 1 and press [Enter] to display the DPRS
Document Entry/Update Batch Header screen

(Figure 90 ).  Key in 2 and press [Enter] to display the CD
Balance screen (Figure 91 ).

At the DPRS Document Entry/Update Batch Header
screen (Figure 90 ), complete the field as described.

 1 Batch ID (required, alphanumeric field; 6 posi-
tions). Key in the batch identification number. The first
position is an alpha character and the last 5 position are
numeric. Press [Enter]. Note: The first position of the
Batch ID field must be either A–G, K, L, M, or O,
depending on the type of batch being processed. For
example, if your batch is for processing SF–2810 data,
key in D in the first field position.

Note: Due to the system’s design, the DPRS Inquiry and
the DPRS Update Menus reside in a different database
and are obtained by accessing IDMS02.

The selected screen(s) will be displayed for completion.

Figure 89. DPRS Online Data Entry Menu
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Figure 90. DPRS Document Entry/Update Batch Header Screen
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At the CD Balance screen (Figure 91 ), complete the
fields as described.

 1 SF215 No (required, numeric field; 6 positions).
Key in the SF–215 number. Press [Enter].

 2 SF215 Date (no-entry). The system displays the
SF–215 date in the mmddyy format.

 3 Amount (no-entry). The system displays the dol-
lar amount entered on the CD table.

 4 Batches (no-entry). The system displays the num-
ber of batches.

 5 Computed Total (no-entry). The system displays
the amount of the computed total.

 6 Batch (no-entry). The system displays the batch
number.

 7 Amount (no-entry). The system displays the dol-
lar amount of the batch.

 8 Computed (no-entry). The system displays the
computed amount of the batch.

 9 Date (no-entry). The system displays the batch
date in the mmddyy format.

 10 Doc (no-entry). The system displays the number of
documents in the batch.

 11 Com (no-entry). The system displays the com-
puted number of documents.

 12 Ind (no-entry). The system displays the indicator.

The selected screen will be displayed.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 91. CD Balance Screen
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FEDSINQ

FEDSINQ is Option 8 on the Administrative Informa-
tion Systems menu (Figure 74 ). FEDSINQ, the Federal
Requisitioning Purchase Order Inquiry System, is used
to query the status of a FEDSTRIP order.

To select this option, key in 8 at the Enter Selection
prompt on the menu, and press [Enter]. The FEDSINQ
Remote Inquiry screen (Figure 92 ) is displayed. Com-
plete the field as described.

 1 Enter Your Agency Code (required, alphanu-
meric field; 2 positions). Key in your 2-position NFC-

assigned agency code. Press [Enter]. For example, if
your agency is ARS, key in 03.

The FEDSTRIP Inquiry (FEDSINQ) Menu (Figure 93 )
is displayed. Complete the field as described.

 1 Enter Desired Task ID (required, numeric field; 2
positions). Key in the task identification to perform a
specific inquiry function. Press [Enter]. For example, to
query a FEDSTRIP GSA store master, key in 07.

The selected screen will be displayed.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 92. FEDSINQ Remote Inquiry Signon Screen
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Figure 93. FEDSTRIP Inquiry (FEDSINQ) Menu
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OTRS

OTRS is Option 9 on the Administrative Information
Systems menu (Figure 74 ). OTRS, the OPAC Tracking
And Reconciliation System, is a reporting system used
by NFC personnel to assist in the reconciliation of
OPAC bills received at NFC.

To select this option, key in 9 at the Enter Selection
prompt on the menu, and press [Enter]. The OTRS ban-
ner screen (Figure 94 ) is displayed. Press [Enter].

The OTRS Menu (Figure 95 ) is displayed. Complete the
field as described.

 1 Enter Desired Screen Number (required,
numeric field; 1 positions). Key in a screen number, 1–9
depending on the type of processing being performed.
Press [Enter]. For example, key in 6 to query/update
chargeback data.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 94. OTRS Banner Screen
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Figure 95. OTRS Menu
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Other Systems

The Development and Data Base Test Systems are for
use by NFC personnel only, and the Mission Assignment
Tracking System is for GAO use only. Because of the
restricted use of these systems, general access instruc-
tions are not provided. Following is a brief description
of each.

Development Systems

Development Systems is Option 5 on the NFC Menu
(Figure 2 ). The Development Systems menu provides a

list of the central versions and applications used by NFC
personnel only.

Data Base Test Systems

Data Base Test Systems is Option 6 on the NFC Menu
(Figure 2 ). The Data Base Test Systems menu provides
a list of applications used by NFC personnel only.

Mission Assignment Tracking System

Mission Assignment Tracking System is Option 7 on the
NFC Menu (Figure 2 ). The Mission Assignment Track-
ing System menu provides a list of the available options
used by GAO personnel only.
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Directives Bulletin Board

Directives Bulletin Board is Option 8 on the NFC Menu
(Figure 2 ). The Directives Bulletin Board Menu pro-
vides the following:

• Advance notices of system changes/enhancements

• Announcements of new system implementations

• Notices of recently issued publications/procedures

• Important reminders

• Notices on database changes

Note: This bulletin board option is separate from the
Electronic Access Bulletin Board. 

A bulletin board shows the subject of a message, the date
the message was added/updated, and a brief narrative.
These messages do not take the place of the bulletins
issued by the Directives and Analysis Branch (DAB);
bulletins will continue to be issued in the usual manner.
The bulletin boards merely provide an electronic envi-
ronment to disseminate information to the user in
advance of receiving the written documentation from
DAB.

The bulletin boards are updated and maintained by
DAB. Any user who has the security clearance to access
any of the systems will automatically have access to the
bulletin boards.

The bulletin board messages can change daily as infor-
mation becomes available. The most current messages
appear at the beginning of the list of messages on a bul-
letin board. Additionally, when a change is made to an
existing message, the message is moved to the begin-

ning of the list of messages to facilitate rapid access to
the latest information. The Last Update field at the right
of the menu displays the date of the most recent informa-
tional message add/update for the category.

To select this option, key in 8 at the Enter Application
Name Or Selection Number prompt on the menu, and
press [Enter]. The Directives Bulletin Board Menu
(Figure 96 ) is displayed.   The category of options on the
menu are as follows:

1. Payroll/Personnel Systems (PPBB). Displays
informational  messages relating to payroll/personnel
activities such as PACT, PINQ, PRES, TMGT, etc.

2. Administrative Payment Systems (ADMBB).
Displays informational messages relating to administra-
tive payment activities such as ABCO, DPRS, PRCH,
TRVL, UNAL, etc.

3. Accounting Systems (ACCBB). Displays informa-
tional messages relating to accounting/financial activi-
ties such as CADI, DFIS, MASC, PLAN, etc.

4. Property Systems (PROPBB). Displays informa-
tional messages relating to property management activi-
ties such as EMIS, PROP, and SPIN.

5. TSP Information (TSPBB). Displays informa-
tional messages relating to Thrift Savings Plan activi-
ties.

6. Miscellaneous (TSPBB). Displays informational
messages relating to FOCUS, FTS2000, security, areas
not applicable to the aforementioned categories, or
areas applicable to more than one category.

7 Upate. This option is used by NFC personnel only to
create/update  the informational messages.

Figure 96. Directives Bulletin Board Menu
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You can select a category in one of two ways. Either key
in the bulletin board acronym or the selection number at
the Enter==> prompt.

Example: To access the Payroll/Personnel Systems
category, key in either PPBB or 1 at the Enter==>
prompt and press [Enter]. The Payroll/Personnel Bulle-
tin Board screens (Figure 97 ) and (Figure 98 ) are dis-
played. View the message(s). The date appearing with
each message indicates the date the message was added/
updated to the bulletin board.

Note: To avoid redundancy and duplicity because of the
basic similarity of the bulletin board screens for each
category, (the actual informational message will differ

by category) only the Payroll/Personnel Bulletin Board
screen is displayed in the procedure as an example.

• To access the help screen, press [PF1].

• To return to the NFC Menu, press [PF3].

• To return to page 1 of the Bulletin Board, press [PF4].

• To return to the Directives Bulletin Board Menu,
press [PF5].

• To return to the previous page of the Bulletin Board,
press [PF7].

• To obtain the next page of the Bulletin Board, press
[PF8].

Figure 97. Payroll/Personnel Bulletin Board Screen (Page 1)
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Reporting Systems

The Reporting Systems are applicable to the majority of
the applications maintained at NFC. These reporting
systems consist of CULPRPT, FOCUSRPT, and
BATCHFOC and provide users with the capability to
develop preprogrammed and ad hoc reports of their
data. The flexibility of these systems allow client agen-
cies to produce their reports on an “as needed” basis.
Note:  To eliminate redundancy, the initial access
screens are only displayed once to explain general
access information. However, the screens could vary
slightly depending on the specific database being
accessed to develop the report(s).

CULPRPT

CULPRPT is Option 25 on the Payroll/Personnel Sys-
tems menu (Figure 4 ). CULPRPT, the Payroll/Person-
nel Report Generator System, is used to request and
print preprogrammed reports containing payroll/per-
sonnel data.

To select this option, key in 25 at the Enter Selection
prompt on the Payroll/Personnel Systems menu
(Figure 4 ), and press [Enter]. The Report Generator
System Primary Selection Menu (Figure 99 ) is dis-
played.

You may select a report using one of three methods as
follows:

Position the cursor to the left of an option on the screen
to get a list of the available reports by report type and
press [Enter]. For example, if you which to produce a
payroll/personnel report, but do not know the specific
report number, place the cursor next to Option 1, Pay-
roll/Personnel Reports and press [Enter]. The first of  13
screens will be displayed.

OR

Complete the following field as described if you know
the specific report number of the report you which to
produce.

 1 Enter Selection/Report Number (optional,
alphanumeric field; max. of positions). Key in the report
number to produce a specific report or key in the option
number if you do not know the report number. Press
[Enter].

Example 1:  Key in P0009 to produce the Length Of
Service report. The selected screen(s) will be displayed
for completion.

Example 2: Key in 2 to produce a PACT/PRES report.
The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the right side of the screen.

Figure 99. Report Generator System Primary Selection Menu
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FOCUSRPT

Focusrpt is an option on all four menus: Payroll/Person-
nel Systems (Figure 4 ); Financial Information Systems
(Figure 43 ); Property Management Information Sys-
tems (Figure 66 ); Administrative Information Systems
(Figure 74 ). Focusrpt is used to create reports from one
or more application databases using English commands
in an online environment.

To select this option, key in 26 at the Enter Selection
prompt on the Payroll/Personnel Systems menu
(Figure 4 ), and press [Enter]; or key in 12 at the Enter
Selection prompt on the Financial Information Systems
menu (Figure 43 ), and press [Enter];  or key in 4 at the
Enter Selection prompt on the Property Management
Information Systems (Figure 66 ),  and press [Enter]; or
key in 11 at the Enter Selection prompt on the Adminis-
trative Information Systems menu (Figure 74 ), and

press [Enter].  The FOCUS Reporting System screen
(Figure 100 ) is displayed. Complete the field as
described.

 1 FOCUS Library Name (required, alphanumeric
field; max. of 10 positions). Key in your library name,
e.g., NFC. Press [Tab] and place the cursor on Focusrpt.
Press [Enter].

The FOCUS Main Data Base Menu (Figure 101 ) is dis-
played. Complete the field as described.

 1 Enter Selection Number (required, numeric
field; 1 position). Key in the option number 1–8 depend-
ing on the type of FOCUS report being produced. Press
[Enter]. For example, key in 2 to access  financial sys-
tem data.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the top of the screen.

Figure 100. FOCUS Reporting System Screen
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Figure 101. FOCUS Main Data Base Menu
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BATCHFOC

Batchfoc is an option on all four menus: Payroll/Person-
nel Systems (Figure 4 ); Financial Information Systems
(Figure 43 ); Property Management Information Sys-
tems (Figure 66 ); Administrative Information Systems
(Figure 74 ). Batchfoc is used to set-up the specifications
for submitting a Batch job.

To select this option, key in 27 at the Enter Selection
prompt on the Payroll/Personnel Systems menu
(Figure 4 ), and press [Enter]; or key in 13 at the Enter
Selection prompt on the Financial Information Systems
menu (Figure 43 ), and press [Enter];  or key in 5 at the
Enter Selection prompt on the Property Management
Information Systems (Figure 66 ),  and press [Enter]; or
key in 12 at the Enter Selection prompt on the Adminis-
trative Information Systems menu (Figure 74 ), and
press [Enter].  The FOCUS Reporting System screen
(Figure 102 ) is displayed. Complete the field as
described.

 1 FOCUS Library Name (required, alphanumeric
field; max. of 10 positions). Key in your library name,
e.g., NFC. Press [Tab] and place the cursor on 
Batchfoc. Press [Enter].

The FOCUS Batch Job Specifications screen
(Figure 103 ) is displayed. Complete the fields as
described.

 1 Jobname Character (required, alpha field; 1
position). Key in either B or C to change the jobname
character as A is system-generated. Note: You may have

up to three separate FOCUS jobs running at the same
time as the Jobname Character identifies the job.

 2 Job Class (conditional, alpha field; 1 position). If
you are an internal NFC FOCUS user, key in the job
class. If you are an external user outside NFC, the sys-
tem defaults to X. A Job Class of X executes at NFC as a
priority class.

 3 Agency Acronym (required, alpha field; max. of 4
positions). Key in your FOCUS library name/names,
separated by a comma.

 4 Focexec Name (required, alphanumeric field;
max. of 4 positions). Key in the name of the FOCUS pro-
cedure that your are submitting in the batch environ-
ment.

 5 When Do You Want Your Report Run? (option-
al, alpha field; 1 position). Key in one of the following
to denote the report’s execution:

B Run report after BEAR

N Run report tonight

Blank Run report now

 6 If Submitting A Report For Another Agency,
Enter The Agency Number (conditional, alphanu-
meric field; 2 positions). If you are submitting the report
for another agency, key in the agency’s 2-position NFC-
assigned agency code. Press [Enter]. Note: This field is
for NFC use only.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the top of the screen.

Figure 102. FOCUS Reporting System Screen

`,"��!QCM`"+�1/``````````````````````````````````````````````````,"���2C?P
````3?F=IG?`MI`MB?`*;MCIH;F`"CH;H=?`�?HM?K^L`"+�1/`.?JIKMCHA`/RLM?G
```````````````````````"+�1/`(C<K;KR`*;G?�
`````````````�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�
`````````````�``�;M=B@I=``````X`/N<GCM`;`�;M=B`DI<```````````````�
`````````````�```````````````````````````````````````````````````�
`````````````�``"I=NLKJM``````X`+HFCH?`K?JIKMCHA`````````````````�
`````````````�```````````````````````````````````````````````````�
`````````````�``,KCHMFCLM`````X`,KCHM`;`(CLMCHA`IK` C=MCIH;KR````�
`````````````�```````````````````````````````````````````````````�
`````````````�``)?LL;A?L``````X`�KIPL?`G?LL;A?L``````````````````�
`````````````�```````````````````````````````````````````````````�
`````````````�``1MCFCMC?L`````X`!A�`2,/
`2C?P
`!>CM
`"I=SCJ
`?M=��
`````````````�```````````````````````````````````````````````````�
`````````````�``(IAIH`,KI=````X`(IAIH`MI`% )/�
`% )/�
`% )/�``�
`````````````�``````````````````,;RKIFF` ;M;<;L?L`�*"�`IHFR�`````�
`````````````�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�`�
```````````!HM?K`MB?`"+�1/`(C<K;KR`;H>`M;<`MI`MB?`IJMCIH`>?LCK?>�

 1



Systems Access Manual
Remote Site Usage

Remote Terminal Usage

Title VI
Chapter 2
Section 1

73

Figure 103. FOCUS Batch Job Specifications Screen
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Utilities

Utilities are programs that are applicable to the majority
of the applications maintained at NFC. These programs
consist of RFQS, ISPF, VPSPRINT, and Optical and
provide a function-level routine of Subsystem Support
Services used for system maintenance of the subsystem
library and for formatting command buffers for other
functions. Utilities are also programs that are designed
to perform an everyday task such as copying data from
one storage device to another.

Note:  To eliminate redundancy, the initial access
screens are only displayed once to explain general
access information.

RFQS

RFQS is Option 28 on the Payroll/Personnel Systems
(Figure 4 ). RFQS, the Remote Forms Queuing System,

is a report generator system which affords client agen-
cies with the capability to electronically obtain forms
and tickler reports at their remote locations.

To select this option, key in 28 at the Enter Selection
prompt on the Payroll/Personnel Systems menu
(Figure 4 ), and press [Enter]. The Remote Forms Queu-
ing System menu (Figure 104 ) is displayed.

To select an option from the menu, place the cursor  at
the left next to the desired option and press [Enter]. The
selected screen(s) will be displayed for completion.

• To perform another function or exit, place the cursor
next to Return To TSO Environment on the menu and
press [Enter].

Figure 104. Remote Forms Queuing System Menu
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ISPF

ISPF is an option on all four menus: Payroll/Personnel
Systems (Figure 4 ); Financial Information Systems
(Figure 43 ); Property Management Information Sys-
tems (Figure 66 ); Administrative Information Systems
(Figure 74 ). ISPF,  the Interactive System Productivity
Facility, is a programming tool which provides access to
partitioned and sequential data sets. ISPF aids program-
mers in the development of interactive applications,
called dialogs, which are used to communicate with ter-
minal users.

To select this option, key in 29 at the Enter Selection
prompt on the Payroll/Personnel Systems menu
(Figure 4 ), and press [Enter]; or key in 14 at the Enter
Selection prompt on the Financial Information Systems

menu (Figure 43 ), and press [Enter];  or key in 6 at the
Enter Selection prompt on the Property Management
Information Systems (Figure 66 ),  and press [Enter]; or
key in 13 at the Enter Selection prompt on the Adminis-
trative Information Systems menu (Figure 74 ), and
press [Enter]. The ISPF Primary Option Menu
(Figure 105 ) is displayed. Complete the field as
described.

 1 Option ===> (required, alphanumeric field; 1
position). Key in the specific option number based on
the type of processing being performed. Press [Enter].
For example, key in 2 to perform edit functions.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 105. ISPF Primary Option Menu
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VPSPRINT

VPSPRINT is an option on all four menus:  Payroll/Per-
sonnel Systems (Figure 4 ); Financial Information Sys-
tems (Figure 43 ); Property Management Information
Systems (Figure 66 ); Administrative Information Sys-
tems (Figure 74 ). VPSPRINT, the VTAM Printer Sup-
port System, is a utility program which allows users to
control VTAM (3270) printers. This utility option is also
accessible via ISPF.

To select this option, key in 30 at the Enter Selection
prompt on the Payroll/Personnel Systems menu
(Figure 4 ) and, press [Enter]; or key in 15 at the Enter
Selection prompt on the Financial Information Systems
menu (Figure 43 ), and press [Enter];  or key in 7 at the
Enter Selection prompt on the Property Management
Information Systems (Figure 66 ), and press [Enter]; or

key in 14 at the Enter Selection prompt on the Adminis-
trative Information Systems menu (Figure 74 ), and
press [Enter]. The VMCF Primary Option Menu
(Figure 106 ) is displayed. Complete the fields as
described.

 1 Option ===> (required, alphanumeric field; max.
of 26 positions). Key in the specific option based on the
type of action being performed. For example, key in 2 to
display the VPS printer list.

 2 Printer ===> (conditional, alphanumeric field;
max. of 8 positions). If you are accessing Option 1 or S,
key in the printer identification. Press [Enter].  Other-
wise, an optional entry.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 106. VMCF Primary Option Menu

`XXXXXXXXXXXXXXXXXXXXXXXXXX`2)�"`,.%)�.5`+,0%+*`)!*1`XXXXXXXXXXXXXXXXXXXXXXXXXXX
`+,0%+*``����```````````````````````````````````````````````````````````````````
`````````````````````````````````````````````````````````````1/!.% ```X`*"444```
````,.%*0!.`����`````````````````````````````````````````````0!.)%*�(`X`)1(00!/0
`````````````````````````````````````````````````````````````2,/`*�)!`X`2,/��```
``````�``X``!HM?K```2,/`JKCHM?K`=IGG;H>``````````````````````,.+"%(!``X`*"444```
``````�``X`` CLJF;R`2,/`JKCHM?K`FCLM````````````````````````````````````````````
````````````````````````````````````````````````````````````````````````````````
``````/``X`` CLJF;R`2,/`JKCHM?K`LNGG;KR`````````````````````````````````````````
``````0``X``2)�"`0NMIKC;F```````````````````````````````````````````````````````
````````````````````````````````````````````````````````````````````````````````
``````4``X``0?KGCH;M?`2)�"``````````````````````````````````````````````````````
````````````````````````````````````````````````````````````````````````````````
`!HM?K`!* `=IGG;H>`MI`M?KGCH;M?`2)�"�

 1

 2



Systems Access Manual
Remote Site Usage

Remote Terminal Usage

Title VI
Chapter 2
Section 1

77

Optical

Optical is Option 15 on the Administrative Information
Systems (Figure 74 ). Optical, the Optical Storage Sys-
tem (OSS), is an online report system used for high-vol-
ume storage, retrieval, and viewing of data. It is
designed to replace microfiche, microform, and paper-
printed copies of reports.

To select this option, key in 15 at the Enter Selection
prompt on the Administrative Information Systems
menu (Figure 74 ), and press [Enter]. The AXCIS – Sys-
tem Access screen is displayed. Complete the fields as
described.

 1 Enter Profile Name ====> (required, alphanu-
meric field; max. of 8 positions). Key in your assigned
user ID (e.g., NF999).

 2 Password ====> (required). Press the space bar
once. Note:  The password for all persons accessing the

OSS is simply pressing the space bar once and is not the
normal password used to access other applications at
NFC.

 3 Fast Path ====> (optional default, alpha field, 1
position). If the normal path is desired, key in N.  If the
fast path is desired, the Y is system-generated.  If N is not
entered, the system defaults to Y.

 4 Destination ====> (optional, alphanumeric
field; max. of 8 positions). Key in your printer identifi-
cation to specify where reports are to be printed. If left
blank the system defaults to the printer location of the
individual authorizing access. Press [Enter]. Note:
After the printer identification is at this screen, it elimi-
nates having to specify the printer destination at any
other time in the system.

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

Figure 107. AXCIS–System Access Screen
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Data Warehouse

The NFC Data Warehouse is a database of NFC pro-
cessed data. It is used to store and maintain NFC-pro-
cessed financial data. The NFC Data Warehouse
includes the NFCW and NFCWQ. Note: At this time the
NFC Data Warehouse only contains FFIS data. Howev-
er, in the future, other systems’ data will be stored in the
NFC Data Warehouse.

NFCW

NFCW is Option 17 on the Financial Information Sys-
tems menu (Figure 43 ).  NFCW, the production version
of the NFC Data Warehouse, is a relational database that
contains information extracted from the applications

operated and maintained at NFC or other locations. It
provides a database of information and allows you to run
queries or produce reports on various categories of pro-
cessed data.

To select this option, key in 17 at the Enter Selection
prompt on the menu, and press [Enter]. The Warehouse
Agency Selection screen(Figure 108 ) is displayed.
Complete the field as described.

 1 Enter Agency Code (required, alphanumeric
field; 2 positions). Key in the 2-position NFC-assigned
agency code. Press [Enter] or [PF2]. For example, key in
11 if your agency is the Forest Service.  Note: Currently,
the Data Warehouse only contains data for Office of the
Chief Financial Officer (Agency 90) and the Forest Ser-
vice (Agency 11).

Figure 108. Warehouse Agency Selection Screen
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Figure 109. Warehouse Categories Screen
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After [Enter] or [PF2] is pressed, the Warehouse Cate-
gories screen (Figure 109 ) is displayed. To select a cate-
gory at the Warehouse Categories screen, place the cur-
sor on the item and press [Enter].

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

NFCWQ

NFCWQ is Option 18 on the Financial Information Sys-
tems menu (Figure 43 ). NFCWQ, the quality assurance
database of the NFC Data Warehouse, is a relational
database that contains limited information extracted
from the applications operated and maintained at NFC
in a test environment. It provides a database of informa-
tion and allows you to run queries or produce reports on
various categories of processed data. NFCWQ is used
by both external users and NFC personnel.

To select this option, key in 18 at the Enter Selection
prompt on the menu, and press [Enter]. The Warehouse
Agency Selection screen (Figure 108 ) is displayed. Fol-
low the data entry instructions provided under Option 17,
NFCW.

After [Enter] or [PF2] is pressed, the Warehouse Cate-
gories screen (Figure 109 ) is displayed. To select a cate-
gory at the Warehouse Categories screen, place the cur-
sor on the item and press [Enter].

The selected screen(s) will be displayed for completion.

• To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.

RPST

RPST is Option 19 on the Financial Information Sys-
tems menu (Figure 43 ). RPST, the Enterprise Reposi-
tory, is where the metadata (data about data) is stored
and is a database of information that includes business
names and descriptions. The RPST is the entity that
holds the NFCW together by forming relationships
between the business element and description and the
related physical data. For example, the RPST can be
used to find where a particular business name is being
used in the NFCW by using a search capability.

To select this option, key in 19 at the Enter Selection
prompt on the menu, and press [Enter]. The 
PR/MVS Welcome screen (Figure 110 ) is displayed.
Read the message and press[Enter].

The PR/MVS banner screen (Figure 111 ) is displayed.
The Repository uses the Platinum technology and
allows the input of a command in the Command field as
well as the use of pull-down menus to facilitate naviga-
tion in the system. Pull-down menus on the RPST menu
bar are: File, Edit , View, Options, System, Profile ,
Navigate, and Help.

An example of the View pull-down menu is shown in
Figure 112.  Select an option on the Pull-down menu, and
press [Enter].

The selected screen(s) will be displayed for completion.

• To perform another function, access another Pull-
down menu or key in the appropriate command in the
Command field. To exit, press [PF3].

Figure 110. PR/MVS Welcome Screen
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Figure 111. PR/MVS Banner Screen
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Figure 112. PR/MVS Banner Screen (View Pull-Down Menu)
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Heading Index

This index provides an alphabetical list of all headings in the procedure. When a heading is referenced, you
can use this index to locate the page number.

A
ABCOINQ, 47

Administrative Information Systems, 54

B
BATCHFOC, 72

BLCO, 35

C
CADI, 33

CULPRPT, 70

D
Data Base Test Systems, 67

Data Warehouse, 78

DATADICT, 24

Development Systems, 67

DFIS, 45

Directives Bulletin Board, 68

DOTSE, 32

DPRS, 63

E
EMIS, 53

F
FAADS, 36

FEDSINQ, 65

FFIS, 49

Financial Information Systems, 33

FINQ, 11

FmHA PRCHINQ Users (Agency 07), 57

FOCUSRPT, 71

FREL, 48

Function Keys, 4

Functions, 4

G
GLID, 40

H
HCUP, 30

I
IRIS, 29

ISPF, 75

K
Key, 4

L
LIST, 17

M
MANLOG, 22

MASC, 38

MASCVAL, 39

Mission Assignment Tracking System, 67

N
NFC Menu, 5
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NFCW, 78

NFCWQ, 79

O
Operating Features, 4

Optical, 77

Other Systems, 67

OTRS, 66

Overview And System Access, 1

P
PACT, 9

Payroll/Personnel Systems, 6

PEP51, 15

PINQ, 10

PLAN, 42

PMSO, 16

PPTD, 14

PRCHENT, 54

PRCHINQ, 56

PRES, 6

Printing Output, 1

PROP, 50

Property Management Information Systems, 50

R
Reporting Systems, 70

RETM, 21

RFQS, 74

RPST, 79

S
Security And Remote Terminal Usage, 1

Security Officers’ Requests For TCP/IP Printer ID’s, 1

SF279, 61

Sign–Off, 3

Sign–On, 1

SINQ, 12

SPIN, 52

SPPS, 23

System Edits, 4

T
TINQ, 14

TMGT, 25

TPIR, 46

TRAI, 19

TRVL, 59

U
UCFE, 18

UNAL, 62

Utilities, 74

V
VPSPRINT, 76

W
WTWOINQ, 20


